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Modern methods of personnel admin-
istration are based on certain techniques or 
tools, among which two of the most im-
portant are the classification plan and the 
pay plan. In fact, the classification plan, 
which has as its primary purpose the 
setting up of classes of positions on the 
basis of careful job analyses, is essential if 
the other techniques of personnel admin-
istration are to be used at all. The pay 
plan itself could hardly exist without 
classification of positions, for its purpose 
is to show the range of salaries paid for 
positions of varying requirements and 
degrees of responsibility. Such other 
techniques as service ratings, training pro-
grams, testing of applicants, and certifica-
tion lean heavily on the classification plan. 
In fact, the whole complex system of per-
sonnel administration in use in many large 
organizations could not function without 
both classification and pay plans. 
Because personnel administration has 
developed very rapidly many of its tech-
niques are relatively new. The Civil 
Service Commission of the City of Chi-
cago is credited with being the first agency 
in this country to develop a practical pro-
gram for the classification of positions. 
The plan which it began to develop in 
1908 was adopted by the city council in 
1912. Other cities, as well as counties 
and states, undertook similar programs in 
the decade that followed, leading to the 
widespread use of the idea in the past 
twenty years. 
The American Library Association and 
various state library associations have been 
working on classification and pay plans 
for many years. A committee of the 
District of Columbia Library Association 
prepared Brief and Specifications for Li-
brary Service in the Federal Government, 
which was published by the association in 
1923. This was followed by the more 
elaborate plans prepared by the Bureau of 
Public Personnel Administration, pub-
lished in 1927 under the title Proposed 
Classification and Compensation Plans for 
Library Positions; Report of the Bureau 
of Public Personnel Administration to the 
Committee on the Classification of Library 
Personnel of the American Library Asso-
ciation. While the first of these reports 
covered only positions in the federal gov-
ernment's library service, the second in-
cluded positions in several 'types of li-
braries, among them college and university 
libraries. The first plans to be limited to 
positions in college and university li-
braries were prepared by a subcommittee 
of the A . L . A . Committee on the Classifi-
cation of Library Personnel and published 
in 1929, with the title Budgets, Classifica-
tion, and Compensation Plans for Univer-
sity and College Libraries. With the 
creation of the Board on Salaries, Staff, 
and Tenure by the A . L . A . Council in 
1937, the series of classification and pay 
plans which had been started by the Com-
mittee on Salaries, Staff, and Service was 
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carried f o r w a r d . T h e first publication of 
this type issued by the board w a s Classifi-
cation and Pay Plans for Municipal Pub-
lic Libraries, w h i c h appeared in 1939. 
Classification and Pay Plans for Libraries 
in Institutions of Higher Education w a s 
prepared by a subcommittee of the Board 
on Salaries, Staf f , and T e n u r e , the mem-
bers of the subcommittee constituting also 
a C o m m i t t e e on Budgets , Compensation, 
and Schemes of Service of the Association 
of C o l l e g e and Reference Libraries. 
T h e construction of a classification plan 
for an institution or governmental juris-
diction usually involves the employment 
of a special group of trained personnel. 
T h e y make a thorough survey of the em-
ployees and their w o r k , using question-
naires filled out by the employees as a 
basis for the analysis of their jobs. T h e 
questionnaires are careful ly studied by the 
staff and interviews are held w i t h em-
ployees and administrators. F r o m the in-
formation thus obtained the staff prepares 
a tentative classification plan w h i c h is 
then care fu l ly checked and, if necessary, 
revised before it is put into operation. 
T h e staff also prepares a code of rules 
cover ing the installation and continuing 
administration of the plan. 
Plans for Any Library 
T h e t w o sets of plans prepared by the 
Board on Salaries, Staff , and T e n u r e 
differ f r o m many classification and pay 
plans in use in government and industry 
in that they have been developed, not for a 
single institution or jurisdiction, but for 
any l ibrary of the types included. T h e 
plans are based on the survey of positions 
and compensation in a number of libraries. 
In the case of the plans for college and 
university libraries, the cooperating insti-
tutions numbered thirty-nine. T h e y each 
made job analyses w h i c h served as the 
basis for the preparation of the classifica-
tion plan. T h e subcommittee held many 
meetings, some of w h i c h were open to 
members of the profession and at w h i c h 
the tentative plans were prepared and 
thoroughly discussed. A prel iminary re-
port w a s issued in M a r c h 1940 and sent 
to 250 libraries for criticism. A second 
draf t w a s issued in A u g u s t 1941 for criti-
cism by t w o hundred libraries. B y these 
methods a composite picture of l ibrary 
needs and l ibrary standards has been 
sketched, w h i c h does not represent any one 
l ibrary's plans but w h i c h presents plans 
that may be adapted to any l ibrary's use. 
Classification and Pay Plans for Li-
braries in Institutions of Higher Educa-
tion is in three volumes, each constructed 
for a special type of l ibrary. V o l u m e I is 
for non-degree-conferring institutions, 
V o l u m e I I for degree-conferring four-
year institutions, and V o l u m e I I I for uni-
versities. E a c h f o l l o w s the same pattern 
and each is a unit w i t h i n itself, m a k i n g it 
possible for a l ibrary to purchase only the 
vo lume suited to it. W i t h i n each volume 
the m a j o r parts a r e : instructions on the 
use of the book, descriptions of the classes 
of libraries, personnel specifications for 
l ibrary positions, and standards of educa-
tion, experience, and pay for personnel 
grades. In addition each volume has an 
introduction, w h i c h gives the history and 
objectives of the project , and t w o 
appendices—the first l isting accredited 
l ibrary schools and the second g iv ing a 
f o r m and instruction sheet for a job 
analysis. 
Instructions on Use 
T h e instructions on the use of the book 
are fu l l and detailed. T h e y may seem 
unduly complicated to the reader w h o 
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examines t h e m casua l ly . P a r t of this 
c o m p l i c a t i o n is due to the f a c t that the 
book not o n l y presents classif ication and 
pay plans but also suggests personnel 
s tandards f o r l ibraries s e r v i n g v a r i o u s 
sized groups of s tudents and f a c u l t y m e m -
bers. I n o r d e r to present these s tandards 
adequate ly , a m e t h o d of c l a s s i f y i n g l i-
braries is f o l l o w e d w h i c h is based on the 
service rendered by the l i b r a r y in terms of 
s tudent and f a c u l t y use of the l ibrary . 
T h i s phase of the p lan requires l e n g t h y 
descript ion in the section devoted to the 
instruct ion on the use of the book. T h e 
o b j e c t c o u l d scarcely be a t ta ined in less 
space, b u t the classif ication plan is not so 
q u i c k l y grasped as it w o u l d have been 
w i t h o u t the section on s tandards . M u c h 
is ga ined by h a v i n g the p lan broadened 
beyond the usual borders of c lassif ication 
and pay plans and by s u g g e s t i n g the dis-
t r ibut ion of profess ional and c ler ica l staff , 
the w o r k i n g condit ions, the a n n u a l sa lary 
b u d g e t , the n u m b e r of books in the l ibrary , 
the a n n u a l book b u d g e t , and the hours of 
o p e n i n g of the l i b r a r y . A s the book is 
constructed , these suggest ions of s tandards 
are in tegrated w i t h the classif ication and 
pay p lans and are h e l p f u l f o r c o m p a r a t i v e 
purposes. 
T h e section ent i t led " C l a s s e s of L i -
b r a r i e s " is the one in w h i c h the s tandards 
f o r v a r i o u s types of l ibrar ies are described. 
F o l l o w i n g d irect ly a f t e r the section of 
instruct ions, in w h i c h appears so m u c h 
about personnel s tandards f o r l ibraries and 
c a r r y i n g the w o r d " C l a s s e s " in its head-
ing, this section m i g h t lead one to th ink 
that the m a i n o b j e c t of the book is to 
c lass i fy l ibraries, w h e r e a s the classif ication 
is one of l i b r a r y positions, not l ibraries . 
T h e v a r i o u s classes of l ibrar ies h a v e been 
set u p p r i m a r i l y as a m e a n s of s u g g e s t i n g 
s tandards , f o r in the classif ication p l a n 
itself re ference to the class of l i b r a r y is 
m a d e only in the descriptions of the posi-
tions of chief l ibrar ian and associate chief 
l ibrar ian. A l l other positions w h i c h have 
been r a n k e d f o r v a r y i n g sized d e p a r t m e n t s 
have been treated on the basis of a state-
m e n t of " C l a s s e s of D e p a r t m e n t s , " w h i c h 
is a s ingle page at the end of this section. 
T h e s e classes of departments , be ing based 
on the n u m b e r of assistants in them, are 
c l e a r l y described in the classif ication plan 
proper, so the descriptions could have been 
omit ted here. 
Classes of Libraries 
A s has been said, the classes of l ibraries 
have been m a d e determinate on the service 
loads of the l ibraries, the service loads 
be ing c a l c u l a t e d in units as f o l l o w s : one 
uni t f o r each underc lass student , t w o units 
f o r each upperclass s tudent , three units 
f o r each honors s tudent , f o u r units f o r 
each g r a d u a t e s tudent , and five units f o r 
each f a c u l t y m e m b e r . T h e tota l n u m b e r 
of units places the l i b r a r y in its class. 
O n e m i g h t quibble over this neat progres-
sion of w e i g h t i n g s , w o n d e r i n g , f o r in-
stance, w h e t h e r an a v e r a g e honors s tudent 
uses the l i b r a r y only three- f i f ths as m u c h 
as the a v e r a g e f a c u l t y m e m b e r and 
w h e t h e r the a v e r a g e j u n i o r uses the li-
b r a r y t w i c e as m u c h as the a v e r a g e 
sophomore. T o be scienti f ical ly exact in 
this respect w o u l d be impossible. T h e 
suggested scale has the a d v a n t a g e of ease 
in use and p r o b a b l y is as close an approxi-
m a t i o n as anyone c o u l d devise w i t h o u t 
endless labor . 
T h e section ent i t led " P e r s o n n e l Specif i-
cat ions f o r L i b r a r y Posi t ions in the P r o -
fessional and C l e r i c a l S e r v i c e s " is the 
actual c lassif ication plan, w h e r e i n positions 
are g i v e n titles, are defined, their typica l 
tasks described, the m i n i m u m qual i f ica-
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tions out l ined, and the m i n i m u m salary 
indicated. T h e last i tem is taken f r o m 
the pay plan that f o l l o w s this section, to 
w h i c h re ference is made at the top of each 
sheet by g i v i n g the g r a d e of the position 
and the page n u m b e r in the pay plan. 
T h e terms used f o r titles of posit ions h a v e 
been c a r e f u l l y devised to be specific and 
indicat ive of the r a n k of the position. 
T h e w o r d " l i b r a r i a n " appears in the t i t le 
of a lmost al l professional positions. T h e 
def init ion of the class of position is g iven 
succ inct ly . T h e p a r a g r a p h f o l l o w i n g the 
definit ion gives e x a m p l e s of typical tasks, 
w h i c h adds m u c h to the u n d e r s t a n d i n g of 
the position. S o m e a m b i g u o u s terms have 
been used, such as " h a n d l i n g , " " a s s i s t i n g , " 
and " s u p e r v i s i n g , " but they are u s u a l l y 
accompanied by other detai led and specific 
descriptions w h i c h m a k e them less am-
biguous, p a r t i c u l a r l y to one f a m i l i a r w i t h 
l i b r a r y processes. H o w e v e r , the non-
l ibrar ian w o u l d n o t get a v e r y c lear im-
pression f r o m such a phrase as " h a n d l i n g 
re ference m a t t e r s of average d i f f i c u l t y , " as 
applied to the position of intermediate 
re ference l ibrar ian, especial ly if this w e r e 
c o m p a r e d w i t h the s tatement applied to 
the position of intermediate c i rculat ion 
l ibrar ian, "ass ist ing readers in m a k i n g 
ef fect ive use of l i b r a r y faci l i t ies by a n s w e r -
i n g their questions and h e l p i n g them to 
m a k e use of the c a r d c a t a l o g . " I n gen-
eral the e x a m p l e s of typical tasks are f u l l 
and complete , w i t h l i t t le chance for 
c o n f u s i o n . 
Classification Plan Is Narrow 
T h e classif ication plan f o r univers i ty 
l ibraries m i g h t be ca l led n a r r o w rather 
than broad. T h e professional positions 
in this v o l u m e of the set are a lmost al l 
h i g h l y special ized. I n m a n y of the classes 
o n l y one employee w o u l d be inc luded, 
w h i l e in others several m i g h t be long to the 
same class. A f e w broad classes are pro-
vided, such as senior l ibrar ian, inter-
mediate l ibrar ian, and j u n i o r l ibrar ian, 
w h i c h m a k e it possible to have positions 
w h i c h are not h i g h l y special ized, if that 
is desired. I n the v o l u m e f o r non-degree-
c o n f e r r i n g inst i tut ions f e w e r classes are 
provided and they are g e n e r a l l y broad. 
T h e p lan f o r d e g r e e - c o n f e r r i n g f o u r - y e a r 
inst i tut ions resembles the univers i ty p lan 
in the n u m b e r of special ized classes w h i c h 
are provided, t h o u g h it is s o m e w h a t less 
detai led. T h e m a j o r omission f r o m the 
classif ication plan is the professional school 
l i b r a r y in a univers i ty . So m a n y diffi-
cult ies w e r e encountered in a t t e m p t i n g to 
inc lude positions in such l ibraries in the 
plan that they w e r e f ina l ly dropped. I t is 
to be hoped that a f u t u r e revision of the 
book m a y include them, f o r they const i tute 
a special problem w h i c h cannot be easily 
solved w i t h the present p lan. 
T h e i n f o r m a t i o n g iven about m i n i m u m 
qual i f icat ions is d iv ided into t w o groups, 
professional and personal . I n the para-
g r a p h on professional qual i f icat ions are 
inc luded such matters as educat ion, ex-
perience, k n o w l e d g e of l i b r a r y methods, 
of f o r e i g n languages , and of special sub-
jects . T h e personal qual i f icat ions inc lude 
such f a c t o r s as accuracy , j u d g m e n t , re-
sourcefulness , and s imilar qualit ies. 
T h e r e is n a t u r a l l y m u c h repetit ion, f o r 
the qual i f icat ions f o r m a n y l i b r a r y posi-
tions are s imilar in both professional and 
personal phases but var ia t ions have been 
c a r e f u l l y m a d e to fit the special require-
m e n t s of the positions. 
The Pay Plan 
T h e f inal m a j o r section of the book is 
ent i t led " S t a n d a r d s of E d u c a t i o n , E x -
perience, and P a y f o r P e r s o n n e l G r a d e s , " 
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and const i tutes the pay p lan. T h e service 
is div ided i n t o t w o branches, c ler ical and 
professional , w i t h several g r a d e s in each 
branch. U n d e r each g r a d e a list of typical 
positions is g iven, w i t h re ference to the 
page in the classif ication plan w h e r e the 
position is described. T h e m i n i m u m sal-
ary scale is g i v e n and m i n i m u m qual i f ica-
tions f o r persons h o l d i n g positions in the 
g r a d e . T h e salaries suggested are not 
based on c o u n t r y - w i d e averages but are 
the salaries that w e r e t h o u g h t to be suit-
able by the compi lers of the plan. Since 
no provis ion f o r d i f ferences in l i v i n g costs 
are m a d e , a d j u s t m e n t s w o u l d h a v e to be 
made to b r i n g the pay p lan into l ine w i t h 
local condit ions. I n the genera l intro-
duct ion a m e t h o d of e q u a t i n g l i b r a r y 
salaries w i t h academic salaries is suggested, 
w h i c h , w i t h the pay plan as a guide, w o u l d 
m a k e it possible to devise a plan that 
w o u l d fit local condi t ions . T h e salaries 
g i v e n in this pay p lan can be used only as 
a gu ide to one p r e p a r i n g his o w n pay plan 
a n y w a y . C h a n g e s h a v e taken place since 
this plan w a s prepared w h i c h m a k e some 
of the sa lary figures obsolete even n o w 
and other changes w i l l occur w h i c h w i l l 
a f fec t m o r e of the plan. I t is f o r t u n a t e 
that it w a s set upon a s o m e w h a t idealistic 
basis in the beg inning , f o r less c h a n g e w i l l 
be needed as a result . T h i s p lan di f fers 
f r o m the p lan f o r publ ic l ibraries in not 
p r o v i d i n g f o r a subprofess ional class of 
employees. W h i l e there m a y be some w h o 
w o u l d p r e f e r to have such a g r o u p , the 
p lan seems better w i t h o u t it, both f r o m 
the v i e w p o i n t of e m p l o y e r and employee. 
A m a j o r omission is the score c a r d 
w h i c h w a s p r o v i d e d in the v o l u m e f o r 
publ ic l ibraries. A f t e r considerable w o r k 
had been done on this feature , it w a s 
dropped f r o m the plan. W h i l e some 
s tandards are inc luded in the section on 
" C l a s s e s of L i b r a r i e s " and one m i g h t 
j u d g e that they are a m a j o r part of the 
plan, the absence of the score card indi-
cates that this is not the case, and care 
should be taken not to re ly on it nor 
a d v o c a t e its use p r i m a r i l y as a guide to 
general s tandards . 
A classif ication plan usual ly includes 
a section on the adminis t ra t ion of the plan 
and the methods to be f o l l o w e d in k e e p i n g 
it up to date. Since this classif ication plan 
is not designed f o r a specific inst i tution, 
such a section does not appear in it. A n y -
one p r e p a r i n g a plan f o r use w o u l d have 
to m a k e provis ion f o r its adminis trat ion 
and should inc lude a detai led s tatement 
on this m a t t e r in the plan. T h i s m a y 
raise the quest ion of the pract icabi l i ty of 
inst i tut ing classif ication and pay plans in 
col lege or univers i ty l ibraries if al l the 
personnel of the inst i tut ion is not inc luded 
in such plans. V e r y f e w col leges and 
universit ies h a v e classif ication and pay 
plans f o r their staffs . T o be w h o l l y suc-
cessful the inst i tut ion should deve lop 
plans f o r al l its d e p a r t m e n t s at the same 
t ime. I f this c a n n o t be done, then the 
l i b r a r y m a y have to prepare its o w n plans, 
h o p i n g that they m a y la ter be fitted into 
the plans f o r the inst i tut ion. I n develop-
i n g its o w n plans, the l i b r a r y w i l l be f o r -
t u n a t e in h a v i n g Classification and Pay 
Plans for Libraries in Institutions of 
Higher Education to use, f o r it w i l l serve 
as an exce l lent m o d e l and w i l l save m u c h 
t ime and l a b o r . — J o h n R. Russell, Li-
brarian, University of Rochester, Roches-
ter, N.Y. 
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